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Abstract 
This handbook will allow you, the reader, to gain knowledge about how to plan an 
event using the example of the WFMS Free Stage at the Indiana State Fair. It is an in-
depth overview of the processes you will have to follow to plan your event, starting with 
the pre-event planning and continuing through the set-up, the actual event, and ending in 
a final event wrap-up. 
WFMS is the number-one-rated station in the Indianapolis market and has many 
signature events that it sponsors throughout the year, with the Free Stage at the State Fair 
being just one of those events. The Free Stage provides listeners with national country 
acts for free concerts during designated days of the Indiana State Fair. WFMS brings in 
many artists over a twelve-day period; therefore, this event requires a great many people 
for planning and production to ensure success. 
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Pre-Event Activities 
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Step One: Meet with your clients 
The first task one must accomplish when working on an event is to decide 
whether or not a co-sponsor will be identified. If the event has a co-sponsor, a 
meeting with clients should be the first activity accomplished. This meeting 
allows you to do the following: 
• Determine Goals 
o Client Goals 
• Exposure 
• Needed revenue 
• Participation level in event 
• Co-sponsor, title sponsor, program sponsor 
o Station Goals 
• Revenue 
• Community exposure 
• Gain in listenership 
• Determine a budget 
o Meet profit margins 
• What will that number be? 50%? 
o Client Opportunities 
• Booth at event 
• On-air time 
• Signage 
• Other exposure opportunities 
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This is an example of a letter we would send to a client after they have signed on 
to sponsor Free Stage: 
". tXJIIIIIIIY ITATItIII 
-
WFMS Free Stage Sponsor: 
Thank you for your partnership with 95.5 WFMS! We are all extremely 
excited about the 2002 entertainment lineup and proud to have you on board 
in celebrating our 13 th year at the Indiana State Fair! 
This letter will answer all of your questions regarding your day(s) at the 
WFMS Free Stage area. Please feel free to call Brandie Pfeiffer directly at 
(317) 558-7242 with any additional questions or concerns. 
S Free Stage Lineup: 
817 6:30pm Mark McGuinn 
8/8 5:30pm Jeff Carson 
8/9 6:30pm "USA DAY" with Lee Greenwood 
8110 6:30pm Little Big Town 
8112 6:30pm Jameson Clark 
8113 5:30pm Kevin Denney 
8/14 5:30pm Brad Martin 
8/15 6:30pm Chad Brock 
8/16 7:30pm Rascal Platts 
8117 1 :OOpm Colgate Country Showdown (Band competition) 
I SPONSORSHIP DAY SET UPIINSTRUCTIONS 
The WFMS area "opens" at 3pm, except on 8117 when it opens at 12noon 
due to early show time. Please make sure that you're set up by 3pm daily 
and 12noon on 8117. 
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You'll be provided with a lOx 10 tent, one table and two chairs and parking 
space for your display vehicle. 
Please make arrangements with me in advance to unload heavy items at 
backstage area for your booth if applicable. (All loading vehicles must be off 
grounds prior to lOam daily) 
I ADMISSION TICKETS 
Present the green admission tickets for your free admission into the State 
Fairgrounds on your sponsorship day. One ticket per person. 
PARKING 
Use the hanging parking tag provided when entering through GATE 16. 
Once you enter the gate, you'll be directed to appropriate parking area. 
Thanks for your partnership! 
Brandie pfeiffer 
WFMS Promotion Director 
(317) 558-7242 Direct line/office 
(317) 627-3631 Cell/on-site at fair 
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Step Two: Develop a Matrix 
A matrix is essentially a timeline for the event with various duties assigned to 
certain people on the event team. Deadlines for which these items must be completed are 
also on the matrix. The first draft of this matrix is a result of brainstonning. The list is 
then refined into a final working product that the event staff can use as a reference and to 
aid in the completion of duties in a timely manner. 
Example of a matrix: 
FREE STAGE MATRIX 2005 
as 0/7/26/05 
Free Stage Artist Announce: June 27th 
I ARTISTIENTERTAINMENTIPRODUCTION RELATED PROJECTS 
PROJECT POINT PERSON 
DEADLINE 
Send out artist contracts 
AprillMay/June 
Artist photos due to Ron 
June 30 
Artist Contracts Due 
June 30 
Brandie 
Brandie 
Brandie 
Artist Rider Needs/Develop grocery list Stu 
July 29 
Research Hotels & confirm 'OS vendor Brandie 
July 26 
Book Hotel for artist Brandie 
Pre-order all Sams food (artist & backstage) Stu 
Aug 3 
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Artist Production Contact at Mid-America Brandie 
June 30 
Artist production to Kerry & Sondra 
July 15 
Updated 2005 production spec sheet 
July 15 
Artist Check Requests 
ongoing 
Artist Merchandise Forms 
8/5 
Artist Payment Forms 
8/5 
Artist Advance Packets 
July 25 
Drive Thru Breakfast donation 
7/1 
Brandie 
Jeff Angel 
Brandie 
Stu 
Stu 
Brandie 
Jeff Angel 
Autographed Items for grandstand shows Stu 
8/5 
Autographed items for FS Stu 
8/5 
2 way radios Jeff Angel 
July 29 
I STAFF SCHEDULES 
PROJECT POINT PERSON 
DEADLINE 
Stage Announcer Schedule Boh 
8/6 
Summer Crew I Job Responsibility 
7115 
Brandie 
Organize workers to work grandstand shows Jeff Angel & Jeff K 
7115 
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Staff CredentialslMedia Badges from SF 
7/29 
Staff Parking from Fair (client/starn 
7/22 
Parking for Colgate Contestants 
7/22 
I EVENT PAPERWORK 
PROJECT 
DEADLINE 
Certificate of insurance 
7/29 
Check request for petty cash ($1200) 
7/29 
Free Stage Client letters (sponsors) 
7/29 
I SPECIAL ORDERS 
PROJECT 
DEADLINE 
Brandie 
Brandie 
Brandie 
POINT PERSON 
Brandie 
Stu 
Brandie 
POINT PERSON 
Tables I Chairs - Order to Sondra - # Skirted Brandie 
7/29 
Tent order: Bauer Tents & Michelle 
Done 
Confirm tents that SF provides 
Electric order to SF & ERMCO 
7/15 
ISDN line I SS 
Phone Line (internet) for RV 
I CREATIVEISIGNAGE 
Brandie 
Brandie 
GabelBP 
GabelBP 
GabeIBP 
8 
PROJECT 
DEADLINE 
Banners inventory 
711 
Order banners 
7/8 
Barto's (program ad approvaJ/contract) 
7/1 
Banners to SF 
8/3 
Free Day Coupons 
7115 
Order backstage laminates 
7115 
Artist Relations Parking Passes 
7/15 
Event Program 
7/1 
I PRESS RELEASES 
PROJECT 
DEADLINE 
Press Releases for daily shows 
Fax to media 
8/3 
I MISCISET UP 
PROJECT 
DEADLINE 
Event timeline 
ongoing 
Event Budget 
ongoing 
Book white mini for runner all days 
711 
POINT PERSON 
Stu 
Brandie 
Brandie 
Jeff Angel 
BrandieIRon 
BrandieIRon 
Brandie 
Brandie 
POINT PERSON 
Brandie 
Stu 
POINT PERSON 
Brandie 
Brandie 
Stu 
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Supply list 
ongoing 
Set up supplies gatheredlload-in 
8/9 
Purchase and deliver to SF all food rider 
8/9 
Order towels (150) 
7/15 
Polar Ice (Jamie 926-2451) 
7115 
Stu 
Stu/Jeff 
Jeff Angel 
Stu 
Jeff Angel 
Golf Carts: Order (need delivered 8/6 A.M.) Brandie 
712 
Golf Cart letter to Cindy Hoye Jeff Angel 
7115 
RV -Modern Trailer Sales (Todd Johnson) BP 
Inventory/order lanyard strings BP/Jeff Kuhn 
7/8 
Booth @ grandstand (staff) Jeff Angel 
711 
Special parkinglcreden. G-stand? Brandie 
711 
WRY for grandstand shows Stu 
711 
Premiums, etc for grandstand Stu 
8111, 8119, 8121 
Credentials/parking for staff Brandie 
7122 
(Darren & Karyn too) 
Rent stantion (control with dancers)? 
711 
Brandie 
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Step Three: Artist Elements 
Artist elements consist of everything the event organizers need to get for or from 
the artists. The first task for the event coordinator to complete in this step is to call a 
booking agent. The coordinator will work with the agent to obtain artists that fit the 
event's needs and, most importantly, the budget. 
First, the coordinator works with the agent to find what artists will be best suited 
for what event days. Certain days of the State Fair need to draw bigger crowds, so a 
bigger-name artist is needed. Other days such as Band Day have sufficient crowds, so a 
smaller artist could be booked. The coordinator goes over the budget with the booking 
agent and relays how much they have to spend on each day, and that helps determine if 
the artist for that day will be a fairly small artist or a more popular one. The agent will 
then look for an artist in that price range. The negotiations will go back and forth until 
the coordinator and the agent have a schedule that fits the budget and the needs of the 
clients. The contracts are then drawn up for the artist to sign. 
Once the event coordinator has the entertainment booked, he or she should 
research a hotel partner. This is where he or she could book a block of rooms for the 
artist at a reduced price. A trade might also be offered where the hotel could potentially 
receive mentions on air or signage at the event. However, the coordinator wants to book 
these rooms in advance. This ensures that the best rate is secured and also that a 
sufficient number of rooms can be reserved. 
Photos of the artists for the event are also a need. Photos are used on many 
promotional pieces for events such as programs and websites. Photos aid in the 
promotional material because some people may not know of the artist or understand a 
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certain aspect of the event without a photo. Visuals provide a clearer understanding for 
the attendees. 
Other artist elements include determining the productions needs and getting the 
on-site details in advance. Production needs are what the show requires to go on. Sound 
boards, stage and lighting, and sound system are all a part of production needs. Getting 
the on-site details in advance means getting the details for where you are holding your 
event. How much space do you have? Where is the space? How will you access the 
space? All of these questions and others must be answered as a part of the pre-event 
planning. 
Here is an example of an Event Advance that would be sent to an artist's tour 
manager confirming participation in the Free Stage and providing the artist with details of 
the event and performance: 
EVENT CONTACT & INFORMATION SHEET 
WFMS I INDIANAPOLIS 
DIERKS BENTLEY 
!Show Date: Monday, August 16, 200~ 
Day Schedule: 
12:00pm Load in 
1-3pm: Soundcheck, etc 
3-7pm WFMS Requests an on-air interview with JD Cannon broadcasting from 
5:15pm 
5:30pm 
maximum) 
6:30pm 
7:30pm 
venue (5 min) 
Interview request with Darren Tandy (5 minutes) 
Meet & Greet backstage with WFMS Staff & Clients (20 people 
Show Time on WFMS Free Stage 
Meet & Greet with public in autograph tent (lOx20 area) 
I Event Contacts: 
Event ProducerlWFMS Promotion Director Brandie Pfeiffer 
Direct Line: (317) 558-7242 
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Cell: 
Fax: 
Email: 
(317) 523-8159 
(317) 577-3361 
bpfeitTer@indyradio.com 
Production ContactlMid America Sound: 
Office: (317) 485-4399 
Fax: (317) 485-5304 
I VENUE INFORMATION 
Kerry Darrencamp 
Name: Indiana State FairgroundslWFMS Free Stage: 
1202 East 38th Street-Indianapolis. (Northwest comer of fairgrounds) 
Festival Seating for approximately 5,000 
Address: 
Capacity: 
Stage: Width: 60' Depth: 40' 
IHotel Information: Candlewood Suites 
Address: 8111 Bash Street, Indianapolis, IN 46250 
Phone: (317) 595-9292 
Rooms: 4 total rooms booked (WFMS to pay for room & tax) 
Confirmation: Reserved under Kai Griffin 
Miscellaneous 
• No dressing rooms, artists must use bus. 
• Bus & Trailer parking directly behind stage. Shore power available. 
• 4 stage hands approved via Michelle at State Fair for load in & load out. 
• WFMS to provide rider needs pre contract (no alcohol provided at this venue) 
• Snacks & drinks served all day in VIP tent backstage 
• LunchlDinner served from on-site Barto's Cafeteria, homestyle cooking 
• Artist merchandise can be set up in artist autograph (lOx20) tent. WFMS to provide tables, 
chairs & electric. 
• WFMS will have two runners from load in to parking with a trailer directly behind stage. 
• When entering through GATE 16, please wait for your escort. The escort will direct the 
bus to the WFMS Free Stage area. 
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Step Four: Creative Service and New Media 
Creative service and new media both have to do with promotional and event 
materials. If there is a design element to communication material, it is a part of this 
section. Web-page development, e-mails, programs, event signage, coupons, and 
backstage laminates all fall under this category. 
A web page is very important for a large event. This is where people will get 
most of their questions answered, and it is most likely the first place potential attendees 
will go to look for information once they have heard about the event. The website will 
have artist information, artist photos, the concert schedule, autograph information, station 
information, and any other facts that an attendee would need to know about the event. 
This is clearly the primary source of information. 
E-mail is also a very important promotional tool for an event such as the Free 
Stage. WFMS has a listener e-mail database for the listeners who want to receive our 
newsletters. Special newsletters will be sent out just before the event that is to be 
promoted. This news letter should indicate the artists appearing, what day they are 
performing, performance times, and other pertinent information. This information is very 
similar to what is posted on the website; e-mail is simply another way to promote and 
create top-level awareness for the event. 
The event program is another element of creative service. The event program is a 
promotional tool that is usually handed out the day of the event when the attendee enters 
the event area. Generally, a program will have what artist is performing, what time that 
artist is performing, and other information similar to the e-mail and website. The 
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program is also another source of revenue for the event. It holds ad space for the 
sponsors as well as space for other businesses to purchase. 
Event signage is also a part of this category. Any signage needed including 
autograph booths, entrance signs, exit signs, backstage signs, signs for the stage and 
sponsor signage are included. Signage is very important so attendees know where things 
are, where they can sit, and where they can and cannot go. The event could be a 
madhouse without signage! 
Free Day coupons are an element that we use for the Free Stage. One day is 
specified during the duration of the State Fair as the free day. Coupons are printed that, 
when shown at the gate, allow the general public to enter the Fair for free. They 
generally have the State Fair and Free Stage sponsors' logos printed on them as well as 
the artist that will be appearing on the Free Stage. This draws a great number of people 
who might not otherwise come to the State Fair or the WFMS Free Stage and is an extra 
place for sponsors to expose their logos. 
Another form of needed communication and another place for a sponsor's logo to 
be displayed is on backstage laminates. These laminates grant access to the backstage 
area to anyone wearing them. The laminate allows security to know who may go where 
and helps them determine if a person is allowed in a certain area. Laminates are a 
creative service element and are designed new each and every year. 
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The following examples are of program cover artwork and welcome banners. The banner 
is for Bark in the Park. hosted by WFMS and its sister stations JACK-FM and 93.9 The 
Song, and the program cover is for Country Music Expo. Free Stage examples for this 
section were not available, but these are a viable substitute as the same general design can 
be used for any event: 
VVELCOIVlE TO 
M1IHOMHS 
J!!£ COUNTRY STATION 
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Step Five: Sales 
While all of the aspects that go into planning an event are very important, sales 
could be the most important; because without sales to generate money, the event could 
not happen. Artists could not be afforded, the venue could not be afforded, and many 
other essential elements could not be afforded. To ensure that the event can proceed, 
sales are vital. Sales is much more complicated than it may seem on the surface as there 
are many aspects to making a sale, especially for a large event, other than just making a 
sales call and signing on the dotted line. 
Before a sales person can put a sales package together and determine its price, he 
or she must confer with the event coordinator and other management to decide what 
percentage of revenue this event must bring in toward the yearly goal of the organization. 
If the goal percentage is fifteen percent, a package or variety of packages and 
sponsorships, large and small, must be compiled that has the most potential to reach that 
goal. Also, before assembling a package, it must be determined how much air space or 
inventory that programming has available to give toward the event. The Free Stage is a 
signature event for WFMS, meaning that in the weeks before the event, it "owns" the 
station and has priority promotional air time. After the packages are assembled and air 
space availability is determined, a sales person can then go out to businesses and attempt 
to bring them on as Free Stage advertisers and sponsors. 
The sales packages that are pitched to the clients could involve many different 
ways of advertising during the Free Stage. These options could include a website 
advertisement and a few on air commercials for smaller businesses all the way up to a co-
title sponsorship and/or on-site real estate for large businesses. The 2005 Free Stage was 
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co-sponsored by Modem Trailer Sales, so that business received many additional 
benefits, such as space on-site to display their trailers, as you will see in the wrap up 
section of this handbook. Once the sales packages are pitched and sold, clients' logos, 
taglines, and other identifying materials are recei ved, and the promotions team meets 
with businesses to discuss the event sponsorships. 
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Step Six: Marketing Plan and On-Air Programming 
A marketing plan is simply how the event coordinator and his or her staff plan to 
get the information out about the event. There are many ways to do this. Billboards, 
flyers, television commercials, press releases, and web advertising are all options. An 
option that virtually all radio stations use, other than their own websites, are on-air 
promos. On-air promos are basically commercials for yourself-your station and station 
events. You do not pay for these promo spots. 
On-air programming is everything that has to do with the event, in this case the 
Free Stage, which is broadcast over the airwaves. To promote the event, WFMS has a 
day where they announce all the artists on the Free Stage at once. This day is promoted 
in advance on the station, and it generates listenership because everyone wants to know 
who is going to be performing. 
On-air programming also involves setting up artist interviews with the DJ's the 
day that they are on the Free Stage to promote their performance. Along with interviews 
and artist announcements, this section is also where one would gather information for on 
air promo's and teases. Teases are promo's where the announcer hints at who the artist 
might be or at some other aspect of the event that might spark interest, but doesn't give 
out the actual artist or aspect to generate interest. This makes listeners curious and helps 
bring attendees to the event to drive up ratings. 
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Step Seven: Staffmg 
Staffing is a major part of any event because event planners must assure that there 
will be enough people to run all of the areas of the event and to keep the attendees, artists, 
and all other aspects in control. Inadequate staffing could be detrimental to your event. 
Depending on what event you choose to produce, different areas might require staffing. 
In the case of the Free Stage, areas that must be staffed include: 
• Autograph booth 
o Where the artist will sign after the performance 
o Crowd control 
• Station Booth 
o Handing out station premiums-pens, pencils, chip clips, notepads, etc. 
• Backstage 
o Runner 
• Run errands for the artist and other miscellaneous errands 
o VIProom 
• Keep food stocked 
• Attend to artist needs 
o Check-in Desk 
• Artists check in here and attain all of the information needed for 
the day 
• Ticket takers 
o Take tickets at the door if it is a ticketed event-Free Stage is not ticketed. 
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The following is an example of a staffing schedule for the Free Stage. This schedule is 
for the WFMS Summer Crew (interns): 
2005 WFMS Free Stage Worker Schedule 
Wednesday, AUlust :10 Suprland 
1-9 pm Runner/white mini van Anlilee 
1-9 pm On-5lte Runner Amber 
3·9 pm Booth Lindsay 
4-9pm Cowboy Hats/ Autog Line Jeff, Abby, Heather 
Thunaday,Auluat:l:l Blue County 
9am-8 pm Runner/white mini Katie 
11am-8pm Runner/red mini Jeff 
3-8 pm Booth Amber 
3-8 pm Cowboy Hats/ Autog. Line Eric, Abby, Alissa 
Friday, AUluat 12 Bobby Pinson 
1:30-9 pm Runner/white mini Eric 
1:30- 5pm/ 5-9 On-Site Runner/Merch seller Lindsay 
3-9 pm Booth Abby 
3-9 pm Cowboy Hats Heather, Jeff, Katie 
Saturday, August :l3 Blaine Larsen 
1-9 pm Runner/white mini Jeff 
1-9 pm On-5lte Runner Abby 
3·9 pm Booth Heather 
4-9 pm Cowboy Hats Bobby, Eric, Erlcka 
Monday, August :l5 Trick Pony 
2-9 pm Runner Amber 
2-9 pm On-5lte Runner Jeff 
• 
2:45-9 pm Booth Lindsay 
4·9 pm Cowboy Hats ~Heather, Amber 
Tuesday, AUlust 16 Dierks Bentley 
2·9 pm Runner Eric 
2·9 pm On-5ite Runner Jeff 
2:45-9 pm Booth Amber 
4·9 pm Cowboy Hats Heather, Lindsay 
Wednesday, August 17 Billy Currington 
2-9 pm Runner Amber 
2-9 pm On-5lte Runner Alissa 
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2:45-9 pm Booth Katie 
4-9 pm Cowboy Hats Jeff, Heather 
Thursday, August 18 Nashville Stars Be Erika Jo 
2-9 pm Runner Katie 
2-9 pm On-Site Runner Eric 
2:45-9 pm Booth Lindsay 
4-9 pm Cowboy Hats Jeff, Alissa, Ericka 
Friday, August 19 Steve Azar 
2-9 pm Runner Heather 
2-9 pm On-Site Runner Jeff 
2:45-9 pm Booth Amber 
4-9 pm Cowboy Hats Eric, Katie 
Saturday, August 20 Colgate Country Showdown 
8-11 am On-site Contact Katie 
11-? Load Out Katie, Ericka 
11-3 pm Booth Ericka 
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The staff also must be provided with backstage laminates and parking passes so they can 
access all areas in which they will be working. The following is a parking pass for the 
Free Stage and an example of a backstage laminate from WFMS Country Music Expo 
-
-
-•• .~ 
..... 
-
-
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............ 
.. ~ ~ 
---- --u. . . 
_- __ . 
----=---.-.- .,... -.,... 
THI ctJI/NTRY STATION 
• 
ARTIST 
RELATIONS 
PARKING PASS 
ENTER GATE 16 
Security will escort you to the WFMS FREE STAGE. Parking located directly behind 
stage. 
Valid during INDIANA STATE FAIR only 
August 10-21, 2005 
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Step Eight: Miscellaneous Pre-event Duties 
Many miscellaneous duties that do not fit into the previous categories must be 
addressed in the pre-event activities. First, you want to make sure you have event 
insurance. This is to cover any accidents that could potentially happen, such as someone 
falling, while a person is at an event. You will also want to check to see if your event 
will be a union event or be held at a union venue. If this is the case, there is no 
negotiation for how much will be paid for the stage or the manpower used during the 
event. This element can affect the budget tremendously. 
A site visit will also be helpful in scouting out the real estate. Deciding where 
entrances, booths, and barricades will be is very important and can be decided in this 
step. Other important decisions can be decided here as well. First, you can decide where 
you want to put your event booth. Will you need a tent in that area? How many tables 
and chairs will you need? These are all questions that can be answered while scouting 
out the area. 
Other areas to look at while making a site visit are what kind of broadcast and 
electrical elements you will need for the duration of the event. Where is the power 
source? You may need generators or some other type of power source for electricity for 
the busses and backstage areas. You may also need to place a broadcast vehicle 
somewhere on site that could require and ISDN line. Will that be provided? Where can 
you set up to do the daily artist interviews? All of this is covered in the broadcast and 
electrical elements. 
While scouting, you will also want to determine if you will have an on-site office, 
and if so where it will be. Will it be backstage or somewhere where the general public 
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and come and ask questions? If you don't have an on-site office, where can you set up 
supplies? All of these questions must be resolved by set-up day_ Once set-up day 
arrives, everything is loaded in to the event area, and we are ready for our event! 
The following are examples of orders made to Mid America Sound Corporation 
who handles all of the technical aspect of Free Stage for WFMS. These details concern 
the stage sound specs and the stage lighting: 
MID-AMERICA SOUND CORPORATION 
AudiolLighting/Staging/Roofs/Backline/Consulting/design 
605 East Mill Street, Fortville, Indiana 46040 
Phone 317-485-4399 Fax 317-485-5304 
www.midamericasound.com 
WFMS Stage Sound Specs 2005 
I-Main console 48 x 8 Midas Verona 
4-band sweepable EQ mids 
8-Aux sends 
8-sub masters 
I-Drive Rack 
2-113 oct eqs on main system 
2-DBX comp-limiters on mains 
I-Stereo 4 way processor MX800I 
I-CD/Cassette deck 
I-ProcessinglEffects rack 
3-Digital Reverbs 
I-Digital Delay 
8-channels patchable comp-limiters 
8-channels patchable gates 
I-Main speaker system EA W KF 850 system Flown 
6-EA W KF 850 tops flown 
6-EA W KF 855 tops flown 
8-EA W SB850 subs ground stack 
2-Stereo main amp rack 4-way crown power 
1- 200' 56 channel Whirlwind mass head snake transformer balanced and split 
1- Monitor System for on stage mixing 
1-Monitir console 40 x 14 Yamaha PM2800 
4-band sweepable eq mids 
14-Mixes including 4-aux 
8- 113 oct eqs for floor mixes and side fills 
10- bi-amped floor wedges 
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2- Side fills2/way full range 
8- bi-amped power amps for floor and sides 
1- bi-amped listen mix 
1- Set mics, stands, cables, ect. 
8- SM 58 
6-SM 57 
2- Senn 421 
1- Shure SM 91 
1- Shure Beta 52 
6- Matched mics for drums (toms) 
4- Shure SM 94 condensers 
8- Drs 
24- stands 18- booms 
2- UNION - Eng. 1- House, 1- Monitor 
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MID-AMERICA SOUND CORPORATION 
AudiolLighting/Staging/Roofs/Backline/Consulting/design 
605 East Mill Street, Fortville, Indiana 46040 
Phone 317-485-4399 Fax 317-485-5304 
www.midamericasound.com 
WFMS STAGE LIGHTING 
2005 
30 Par 64' s 500 watt Inst. 
5- 6 pack bars to mount inst. 
4- 10' sections truss for 40' front truss 
2- 2 Y2 ton motors for front truss 
1- 12- channel2.4K dimmer rack 
1- 24- channel controller and DMX snake 
5- Socpex cables to run of fair 
24- Gels for color for run of fair 
4- section 14" triangle truss for Hi -speed back drop 
2- High speed winches with control 
3- black back drops 70% cloth to attach to HIS motor system 
NO LIGHTING TECH WILL BE PROVIDED 
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This is an example of the table and chair orders that must be put in with the State Fair 
Grounds to ensure that there is adequate space for autograph and merchandise booths as 
well as food areas backstage: 
-lI~MS-- -- ---.,... .-.. -. ~.. = -. ......-. 
- ._.- -. 
- ----~ ~-..., 
". txJIIIII'IIY BTATItJII 
--Date: As of 8/2105 
To: Sondra Welton! Indiana State Fair 
Fr: Brandie Pfeiffer/ WFMS Promotion Director 
Direct line: 317-558-7242 
Cell: 317-523-8159 
Fax: 317-577-3361 
RE: WFMS tent, table & chair order for 2005 FREE STAGE 
I •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
Tables/Chairs: 
WFMS Booth 3 tables 2 chairs 
Saturn 1 table 2 chairs 
AutographTent 2 tables 2 chairs 
Artist Merch 2 tables 2 chairs 
Backstage VIP 2 tables 10 chairs 
Photo Marketing 1 table 2 chairs 
Tents: 
Autograph lOx 10 
Artist Merch lOx 10 
WFMStent lOx 10 
Saturn lOx 10 
SF to OrderlPurchase for WFMS Free Stage: 
Backstage VIP tent 20x20 with sides 
FOH tent 1Ox1O for sound equipment (see Michelle 
for placement) 
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This is also an example of a good idea for your event. This is a lis~ of set-up and take-
down duties that are important to write on paper so the staff does not forget a step: 
FREE STAGE SET UP PROJECTS 
*Fence sign age 
*Bleacher signage 
*Gazebol signage, clean up, organize & wipe off tables 
*WFMS Booth! signage, clean up, organize & wipe off tables, set up with tees & tee 
POP's, Emergency Handbooks &POPs, CD's, 2 bowls with Mints & wipes, programs, 
jock cards, bumpers tickers, Radiocard box, apps, pens, temp cards,fan 
*VIP tent/straighten chairs, organize tables, set up coolers (drinks, ice) and snacks 
(bowls), programs, fans, napkins, mints (small bowl from SS?), banner 
*Move out golf carts 
*Menu from Barto's 
*Gas up golf carts 
*Fly Guys 
FREE STAGE Take Down PROJECTS 
*VIP tent-dump ice, put coolers under tables. Bring in snacks, bowls, etc 
*WFMS Booth-bring all supplies into RV or SS and organize. Give Radiocard apps to 
runner to take back to station for Lea Deason 
*Grocery List, Money, Errand Sheet to tomorrow's runner 
*Turn off lights & fan in gazebo 
*Store golf carts in tent 
*Fly Guys 
* All extension cords 
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The Event 
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Planning the event-the pre-planning-takes a great deal of time and will 
encompass quite a bit more time than any other section of the event. If one does not 
complete the pre-event work, the event simply will not happen smoothly, if at all. 
Because of this, the next two sections will be much shorter, but it is all "down hill" after 
the pre-planning is done. 
Each day of the WFMS Free Stage unfolds in a very similar way. This section 
will detail one day of activity at the Free Stage during the Indiana State Fair. 
The beginning of the day-load in-starts very early. The event coordinator 
should arrive before anyone else-production staff, working crew, and artist-to ensure 
that everything promised to the artists and clients has arrived in the event area. Other 
miscellaneous tasks the coordinator must perform include making sure signage is hung, 
such as a big biIlboard that WFMS has for the Free Stage, ensuring the barriers for 
staging and crowd control are in place, and making sure all of the seating and bleachers 
are in place and that visibility is as good as possible. 
After load in is over, a final walk through is made to double check that everything 
that the clients need is there. Such things to look for include tents, tables, chairs, and 
whatever is needed for a client's display. The final walk through is also made to ensure 
that all electrical in the event area is working and that security has arrived before the 
artist to guarantee the safety of the star and the general public. Backstage on the final 
walk through the coordinator needs to make sure the client entertainment area and the 
VIP tent are set if areas such as this are present. Food and sponsor's signage are usually 
in this area and should be in place before clients and the artist arrive. 
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After a final walk through of the event site is completed, many other tasks must 
be accomplished before the event starts or the artist goes on stage. lin the case of the 
Free Stage, a designated person must go to the gate to speak with gate workers. These 
gate workers need to know who the artist is that is coming and where they need to go. 
When the artist arrives, the gate workers will direct them to the Free Stage area. Also, 
before the show, the artist sends a stage plot as to how he wants the stage to look for his 
performance. The worker doing the walk-through must double check with the production 
crew to guarantee the stage is set correctly. Finally, and most importantly, the event 
coordinator must be sure that the correct number of workers-loaders, stage hands, and 
production staff-are on site. A certain number will be asked for by and promised to the 
artist. If the promised number of workers is not there, the company putting on the event 
is subject to being charged for the mistake. 
Once the final walk-through is complete, we move in to a "phase two." This is 
the set-up for the company or station booth. In the case of the Free Stage, WFMS must 
set up their station booth and make sure that it is accessible and set to pass out free 
goodies or premiums. Super Studio, WFMS's portable broadcast studio must be set and 
have power. This is where music will be played, live broadcasts will be done, and 
interviews will take place. An interview with an artist must also be confirmed. The 
event coordinator will speak with the artist's manager to confirm this and will also speak 
with the DJ who will be conducting the interview. Once this all is set, everything is 
ready for the artist to arrive. 
When the artist arrives, the event staff is at his or her mercy. Basically, the event 
staff is there to keep the artist happy and tend to his needs. If the artist needs something, 
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the runner will go get it. If the artist needs to golf. a worker takes him. If he needs to 
work out, a worker takes him. The bus driver needs to sleep, so someone will take him to 
the hotel. This shows the importance of plenty of event vehicles for the artist errands that 
will undoubtedly need to be done. Food is another important entity that must be 
obtained. Usually with catering, an errand will have to be run to pick up the food. This 
means yet another trip in a vehicle. These are just a few examples. The sponsoring 
company of the event is in charge of delivering everything for which the contract calls. 
While the artist must be kept happy, it is the many attendees that the event is for. 
The event is not only being produced backstage. This is forgotten easily when the mind 
is on many different details at once. Attendees could be sitting outside all day waiting for 
the event to start. (People will wait ridiculous amounts of time for events with artist they 
really like. You don't believe it until you see it!) As a service to the people who do wait 
hours, something should be on stage to keep them somewhat entertained. For the WFMS 
Free Stage, update announcements are made on a regular basis. This also shows that 
WFMS recognizes and appreciates that listeners are in attendance. After all, without the 
listeners there would not be a station. "Fun" music or some other type of "fun" event 
noise is pumped into the area for a great event atmosphere as well. It creates an 
experience for the fans and generates activity. 
Showtime is rapidly approaching. and there is still much to do. An-hour-and-a-
half before show time, the event coordinator should reconfirm that the star is set for show 
time. Many times a fan club and VIP meet-and-greet will take place before the show. 
This should be mostly over by this time to allow ample time to set up for the show. The 
coordinator should also reconfirm with production to make sure that they are all set and 
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have everything they need for the show. The stage should be set, the speakers should be 
set up and working, along with lights and other production aspects of the show. The 
announcers should also be updated at this time. They should be told when the event is 
tentatively ready to go and be updated with any new information for the audience. The 
tour manager must also be found to reconfirm the set time or playing time. Will it be 
forty-five minutes, sixty minutes, ninety minutes? Another piece of information that 
should be obtained from the tour manager is if the artist will do a public autograph 
session. If this is confirmed, the staff must work the autograph booth after the show. 
Crowd control, picture taking, line cut off, and other important tasks must be done during 
an autograph session. 
It is now five minutes before the show. The announcer and tour manager should 
be gathered and the production should be set. The staff should be set in their assigned 
places to ensure a smooth performance. The artist should also obviously be there and 
ready to go on stage. Once the announcer(s), tour manager, and artist are in place, the 
production is set, and the staff is ready, it is go for announcements. The announcements 
are sometimes called the stage welcome and are just what the name says. The 
announcer(s) welcome the listeners to the Free Stage, talk about the stage sponsors, and 
possibly mention an upcoming promotion. After business is taken care of, they announce 
the star for the day. Everyone can now breathe a sigh of relief. 
While everyone can breathe a sigh of relief, there is still work to be done. The set 
time should be used to do the after show planning. Some artists' contracts call for after-
show food. This should be ordered when the artist is on stage. If the artist did agree to 
do a public autograph session, staff should be in place for this near the end of the show, 
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as people will be lining up before the show is over. Security should also be brought out 
to the autograph area, as some fans can get a bit anxious and sometimes be out of line. 
Line cutters are also a problem at times, of which security should be aware. A second job 
for security is to watch for listeners recording the performance or taking professional 
photographs. This is strictly prohibited with most artists. If artist merchandise is not set 
up at this time, it is another task that should be accomplished during the set time. One or 
two designated staff members can be sent to the artist booth to help the merch person set 
up for a frenzied night of selling t-shirts, C.D's and other artist paraphernalia. Finally, 
during the set time the wrap up of the say should be discussed. A few things need to be 
taken down; however, most everything can be left up because it is the venue's property. 
The VIP tent should be emptied and taken down along with the autograph tent. Catering 
and supplies should also be returned. Then the coordinator and the staff can go home and 
get some well deserved rest! 
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Post Event 
And 
Reca~ 
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When the day's events are complete, the tents will have to be taken down and the 
catering must be returned as was talked about during the set time, but when the whole 
event is over, a few more things must be removed from the event site in the "load out." 
Everything that was brought in by the sponsoring company and co-sponsors has to be 
removed. Displays in the event space, signage, and Super Studio all must be removed. 
Load out is fairly easy and can be accomplished fairly quickly. 
After load out is done, a recap is put together for the co-sponsors, corporate, and 
anyone else who would require to know what the event encompassed and accomplished. 
The recap contains information about what the co-sponsors' benefits were and what 
promotional elements they received. It also has examples of database e-mail's sent to the 
listeners, website exposure for the co-sponsor, a banner, photos, and promotional copy 
(what the DJ might say on air). 
After the recap is completed, the event is over for the year, and planning for next 
year's Free Stage can commence. An example of a recap follows: 
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AT THE INDIANA STATE FAIR! 
A PROMOTIONAL RECAP 
PREPA'REID' WITH THANKS TO 
liiiiiiiir ....,111-21, 2.5 
August 29, 2005 
AT THE INDIANA STATE FAIR! 
I. Database Pre-Sale Promotion: 
During the week of April 4th, WFMS sent out information to our 22,000 
person database to promote the on-sale for the grandstand shows. 
Promotional Value: $1,000 
II. Summer Promotion (Beginning June 21): 
On the first day of summer, June 21st, and continuing through the start 
of2005 Indiana State Fair, we gave away great "summer fun" prizes. (ie: 
tickets to Alan Jackson, Rascal Flatts, Keith Urban, rodeo tickets, bull 
riding tickets, State Fair admission and midway tickets) 
WFMS provided a minimum of 105x promotional announcements (21 
daily) and also inclusion in 3x live remote call-ins per remote (15 total) 
Promotional Value: 15,000 
III. Grandstand Ticket Giveaway (July 2005): 
WFMS developed and executed a customized promotion to support the 
three country grandstand shows for the 2005 Indiana State Fair season! 
This was implemented as a one week on-air contest and did literally 
"own the station" as we promoted the strong entertainment lineup. 
WFMS provided 150 live/recorded announcements 
Promotional Value: 37.500 
AT THE INDIANA STATE FAIR! 
IV. Ticket Blitz Stops (August 1-5): 
WFMS highlighted the three country grandstand shows by offering 
listeners the opportunity to WIN free tickets during the special one week 
promotion! WFMS awarded one lucky listener a pair of free concert 
tickets every 15 minutes for the hour remote each day for one week. 
WFMS provided a minimum of 105x promotional announcements (21 
daily) and also inclusion in 3x live remote call-ins per remote (15 total) 
Promotional Value: 15,000 
v. Live Broadcasts from the Indiana State Fair -
Backstage 
A. WFMS once again originated JD Cannon's show (3p.m. to 7 p.m. 
weekdays) from the WFMS Free Stage concert area,. Weekend 
personalities was broadcasted Jive Saturday, August 13th from 3p.m. to 
6p.m., Saturday, August 20th from 11a.m. to 1p.m., as well as host the 
state fmals of the Colgate Country Showdown. 
WFMS was not on-site or broadcasted in the Free Stage area on 
Sundays. 
B. Broadcast: WFMS was broadcasted from the Marsh Grandstand 
from each of the country Grandstand Shows. WFMS was broadcasted 
from 5p.m. to 7p.m. on August 11th (Rascal Flatts), August 19th (Alan 
Jackson), and August 21st (Keith Urban). 
AT THE INDIANA STATE FAIR! 
VI. Promotional Exposure 
A. Drive thru Breakfast 
In keeping with tradition, we promoted the Largest Drive through 
Breakfast and talked with TreeBoy at the Drive through breakfast. 
B. August 10th through August 21st (weekdays only), WFMS morning 
newscasts at 5, 6, 7, 8 and 9 a.m. highlighted the Fair's activities for 
the day. 
c. July through August 21 st, WFMS devoted a generous amount of live 
and recorded promotional announcements to promote the WFMS Free 
Stage. 
AT THE INDIANA STATE FAIR! 
VII. New Media Promotional Exposure 
A. Web Site: 
WFMS included an Indiana State Fair information page on the WFMS 
Web site to promote the fair and the WFMS Free Stage concepts. We 
also provided a hyperlink to other related Indiana State Fair Web sites. 
B. EMail: 
Event details e-mailed to more than 22,000 loyal WFMS listeners. 
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Join us again this year for the WFMS 
at the Indiana stale Fair, August 1 0-21, 
The Free stage is a free concert each 
weeknight of the fair that is included with 
admission 10 the Indiana Slate Fair. 
We have a greatlinBup this year of FREE 
country music entertainment at the WFMS 
stage sponsored by Modem Trailer Sales 
Satum. Check out tile ....... 
You won' want to miss these actsl But 
earty, so you'Ve got a good seal! Be 
up a Free stage program or print your 
Download program 
Every night In the WFMS 
Free stage area at 8pm 
AND 9pm (2 shows dal~ 
Project Bandaloop wm 
perform o1f"the side of the 
4H building! 
VIsit the WFMS booth to purchase artist 
I merchandise before and after the show. Stick 
around after the show and you may have a 
chance to get an autograph from one of the 
, starsl 
JD Cannon will be broadcasting live from the 
WFMS Super Studio each week day of the fair, 
so stop by and say"Hir 
Sl\l\RN 
wtms rewllrds 
sponsors 
. 2005 Susqueh.nn. Indl.n.polis ·1IiF .. S 115.5 Th. Counlly _on · 11810 N Sh.dol.nd _nu • • Indl.n.polio, IN 411220 
Phon. (317)1142.-0, ",,(317)1177-33111· Pn~y PoIioy - wlmsan(hnd!o com 
AT THE INDIANA STATE FAIRI 
Thursday, August 11 Blue County ... .. ........... 5:30 p.m. 
Friday, August 12 Bobby Pinson ...... .. ...... 6:30 p.m. 
Saturday August 13 Blaine Larsen ... ........ .. . 6:30 p.m. 
Mond ay, August 15 Trick Pony ...... ... ........ .. . (;:3U p.m. 
Tue··day August 16 Dierks Bentley ... ........ . 6:30 p.m. 
Wedn day, August 17 Billy Currington ......... 6:30 p.m. 
Thursday, August 18 NasbviUe Star Tour ... 6:30 p.m. 
Frid~YI August 19 Steve Azar ................... . 5:30 p.m. 
Saturday, August 20 Colgate Country Showdown 
State Finals ....... ....... ... 1:00 p.m. 
Present this voucher at the gate to receive 
Free Admission on Thursday, August 18th! 
rump!imCllh (~r 
AT THE INDIANA STATE FAIR! 
Complete Promotional Overview 
WFMS Provided: 
• WFMS provided a radio on-air promotional campaign April through August 
• Live broadcast from the Free Stage concerts and grandstand concerts 
• Booking and execution of all Free Stage country entertainment 
• Web and e-mail promotional exposure with inclusion ofhyperlink 
opportunities 
• Concert announcement and on-site chatter 
• Ticket Blitz remotes (one week) to highlight Rascal Flatts, Alan 
Jackson and the Keith Urban 
• Promote largest drive through breakfast with TreeBoy 
• WFMS morning newscasts at 5, 6, 7, 8, and 9 a.m. to highlight the fairs 
activities for the day 
State Fair Provided: 
• Grandstand concert tickets and 1 pair of front row ticket for Rascal Flatts and 
Keith Urban 
• 1,000 General Admission State Fair tickets 
• WFMS Free Stage identification in State Fair program and any other 
printed marketing co Bateral 
• Stage and production costs for Free Stage 
• Trade concert tickets for Rascal Flatts, Alan Jackson and Keith Urban 
Grandstand concerts 
